
PeopleSoft Self Service Options / Tutorial 
 

 
 
Personal Information 
 

1. Personal Information Summary 
a. A quick way to look at all of the personal information options and make changes. 

 

 



 
 

2. Home and Mailing Address 
a. Change your home or mailing address, changes are effective immediately.  

 
 
 

3. Phone Numbers 
a. Change your phone number. 
b. Add a phone number. 
c. Change the number that the 

City has as your primary 
contact. 

 
 
 

 
 

4. Email Addresses 
a. Add a personal email address 
b. Change the email that the 

City has as your primary 
contact. 

 
 
 



5. Emergency Contacts 
a. Update or make changes to your 

emergency contacts. 
 

 
6. Marital Status 

a. Change your marital status.  This will NOT change your tax information; see W-4 Tax 
Information below. 

 
 

7. Name Change 
a. Inform the City of a name change.  

Changes will not go into effect until you 
provide Personnel with a copy of your new 
Social Security Card.  

 
 
 
 
 
 
 
 
 
 
 



8. Ethnic Groups 
a. Change your listed ethnic group.  You may choose multiple ethnic groups. 

 
 
Payroll and Compensation 
  

1. View Paycheck 
a. Look at your most recent paycheck. 

 

 



b. Look at past paychecks.  (Only goes back to July 1999) 

 
c. Print copies of paychecks. 
 

2. Direct Deposit  
a. See Direct Deposit Instructions 
 

3. Compensation History 
a. View your employment history.  

See step increases and job changes.  
(Only goes back to July 1999) 

 
 

4. W-4 Tax Information 
a. Make changes to your W-4. 

 



 
 

5. W-2 Reissue Request 
a. Request a new W-2.  W-2s are issued by January 31st each year.  Please do not request W-2 

for the most recent year until after this date.  For example, a request for a 2007 W-2 will not 
be fulfilled until after January 31, 2008. 

 


